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SIDLESHAM PARISH COUNCIL

STANDING ORDERS

1.  Councillors

1.1 Following election or co-option to the Council, each Councillor will be issued with a copy of the Code of Conduct and Standing Orders of the Council.  They will sign the form of Declaration of Acceptance of Office in the presence of the Clerk of the Council, or a Councillor.

1.2 All Councillors will always observe the Code of Conduct.

1.3 The Code of Conduct will refine when a Councillor must declare a disclosable pecuniary interest and other interests, which cannot be discussed at a Council Meeting unless granted dispensation.  The Councillor will declare that interest and the nature of the interest at the earliest opportunity.

1.4 Annual publication of Councillor or Member responsibilities no later than 1st July in the year following the accounting year to which it relates, including:
(a) Names of all Councillors or Members;

(b) Committee or Board membership and function (e.g. Chairman or Vice Chairman); and

(c) Representation on external local public bodies (if nominated to represent the authority or board).

2.  Annual Meetings

2.1 If the Annual Meeting is in an election year it must be held within 14 days after that election.  If it is not an election year, then the Annual Meeting will take place on an appropriate day in May.

2.2 If the outgoing Chairman is available, then he/she will preside until a new Chairman has been elected.  The first business of the Annual Meeting will be the election of the Chairman (and Vice Chairman if appropriate) and to receive their acceptance of office.

2.3 The retiring Chairman will report on the activities of the Council for the preceding year.

3.  Meetings
3.1 Meetings will be held at The Parish Rooms, St Mary’s Church whenever possible or at some other accessible location to be advised at the previous meeting.  

3.2 Parish Council meetings will be held on the second Wednesday of each month, commencing at 7.00pm.  The agreed frequency of meetings will be decided at the Annual Meeting and Councillors will be advised of the meetings by the issue of a summons and Agenda delivered by email as agreed by the Councillors.  The Agenda must be issued at least three clear working days before the meeting.

3.3 Public notices will be posted in the Notice Boards informing members of the public of the venue, time, date and business to be transacted at the meeting.  The notice will be posted at least three clear working days before the meeting.

3.4 Meetings will be open to the public and press but they may be temporarily excluded from the meeting if the business is regarded as confidential.  

3.5 Members of the public may speak at Council meetings during the Public Forum and at the discretion of the Chairman of the meeting.

3.6 The Agenda will be agreed by the Clerk, Chair and Vice-Chair and opportunity will be given to Councillors to put forward items to be included for discussion/resolution prior to publication of the Agenda. 

3.7 The Council may only move to resolve items specified on the Agenda. The agenda will always include an opportunity for “Any Other Business” to be considered but decisions cannot be reached on matters raised under this topic during a meeting. 

3.8 The Chair or Vice-Chair of the Parish Council shall Chair meetings – or in their absence a temporary Chair will be elected by the Council.

3.9 The Council shall make decisions by majority vote and shall only conduct business if it is quorate – at least 3 Councillors present.

3.10 Only the proposer and seconded will be recorded in the Minutes unless a Councillor requests that their vote is noted.  A Councillor may also request that the Clerk records how each Councillor has voted, including abstentions.  Any request of this nature will be made before moving on to the next business.

3.11 The Chair may exercise a casting vote in the event of a split vote.

3.12 Minutes will record Councillors and members of the public present, declarations of interest made, and decisions taken by the Council. 

3.13 Draft Minutes will be circulated as soon as practicable but within at most two weeks of the date of a meeting having taken place. Councillors shall supply any amendments to the Clerk if possible, prior to the next meeting. 

3.14 The Minutes will be approved at the next meeting and published, along with any supporting papers and placed in the Notice Boards.

3.15 Regarding planning applications – if there is a personal interest a statement can be made to the Parish Council meeting but then the person must leave the meeting while discussions take place. 

4.  Finance

4.1 The responsible Finance Officer is a statutory office and appointed by the Council.  The Clerk of the Council will take on this role of managing the Council’s financial affairs in accordance with Proper Practices.  All matters pertaining to finance will be adhered to as set out in the Financial Regulations and the introduction of the Smaller Authorities (Transparency Requirements (England)) Regulations 2015.
5.  Insurance

5.1 Following the annual risk assessment, the Council will review the level of insurance cover and ensure it is adequate and appropriate for the activities of the Council.  Minimum cover will include Public Liability, Employers Liability, Money and Fidelity Guarantee. 

6.  Risk Assessment

6.1 A risk assessment will be undertaken annually of all the activities of the Council and a report approved by the Council.  This assessment will also cover the appropriateness of the internal audit arrangements.  The Risk Assessment will be reviewed annually.

6.2 If the Council undertakes a new activity not covered by the existing risk assessment an assessment will be undertaken before the activity commences.

7.  Freedom of Information

7.1 The Council is subject to the Freedom of Information Act and has adopted the Model Publication Scheme for Parish Councils.  The Clerk will ensure the Council conforms to the requirements of the Act allowing public access to the appropriate documents.

8.  Clerk to the Council

8.1 The Council may appoint several employees to assist it in the performance of its duties.   The Council will appoint a Clerk to the Council, which will be on an employed basis, unless the Clerk is a member of the Council, acting in an unpaid capacity.

8.2 The Clerk will act as the Proper Officer of the Council and he/she will: receive the Declarations of Acceptance of Office and notices disclosing interests; sign documents on behalf of the Council and issue Agendas and notices of meetings; receive and distribute plans and documents on behalf of the Council; monitor and be responsible for all incoming and outgoing council correspondence; and also, advise the bank of changes to any mandates.
8.3 The Clerk will act as Responsible Financial Officer and shall make arrangements to pay salaries and wages to all employees of the council (subject to the council’s financial regulations). 

8.4 As an employee of the Council, the Clerk is covered by employment legislation dealing with employment rights, discrimination in employment, unfair dismissal, redundancy, and similar matters.  The Clerk will therefore have a contract of employment stating the terms and conditions under which he/she is employed.  This will effectively be administered by the Chairman or designated Councillor acting with the authority of the Council.

9.  Committees and Working Groups
9.1 The Council from time to time may set up committees and working groups to undertake work on behalf of the Council.  The Council will set their terms of reference and the committee/working group will report back to the Council.

10.  Emergency Business
10.1 Should it not be appropriate to convene a special meeting, the Clerk, in consultation with the Chairman and one other Councillor will handle any emergency business.  Actions to be reported promptly to the Council.

11.  Alterations or Reversal of Previous Decisions
11.1 Decisions of the Council will not be revised within 4 months, except where a special item is placed on the Agenda bearing the name of two Councillors and is considered and approved by the Council.

12.  Standing Orders
12.1 These and any other Standing Orders will be reviewed annually by the Clerk and the Chairman.  The Council will decide any amendments.

11.1 During meetings of the Council, the Chairman’s decision as to the interpretation of the Standing Orders will be final.  In cases of doubt, the Council will seek the advice of West Sussex Association of Local Councils.

11.2 The Council may resolve to suspend a Standing Order, to progress the business of the Council and such decision will be included in the Minutes.  The suspension will not be taken lightly, and it will be time limited.

These Standing Orders were adopted by the Parish Council at a meeting of the Council held on the 
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